Foothill-SLAM NJB Job Description

Registrar
The Registrar is responsible for coordinating on-line registration, verifying all certification documents and payments, communicating registration information to parents and providing volunteer lists generated via D4 to various board members.   This job also involves creating and maintaining player permanent record files.                                                                                                                            
Summary:
· Online registration will be used for all new and returning players, including siblings of returning players.  Required forms and documents will be mailed in after the registration process is completed on-line.

· The priority information in NJBELIG.DOC will be used to determine the relative priority of all players.  Registration timestamp will be used when all other factors are equal.  The earlier a player is registered, the better chance they have to not be on the waiting list.  Their priority order will determine if they get a spot in the league or if they will be placed on the waiting list.

· The registration fee plus all documents and forms must be received by the registrar before a player is considered completely registered.  In addition, a player will not be placed on a team if they do not attend (at least) the Division Evaluation.  If a child misses the evaluations and make-up evaluations then they are dropped from the registration list.

· A wait-list is used to manage those players who are not yet assigned to a team due to no open slots being available.

· The Registrar helps with the All-Net Try-outs and Division Evaluations by scheduling groups of volunteers to check in players for each shift.  The “downtime” for each shift (when the try-outs and evaluations are in progress) is spent doing registration tasks and creating All-Net binders.

· The webmaster can set up the email forwarding so that the registrar@njb-slam.org email is automatically forwarded to the email address of the registrar’s choice.  It should be noted that since the registrar@njb-slam.org email address is posted on the public Foothill website, it will receive spam.  However because the spam messages are sent out in large amounts most are captured by bulk filters.

Communication

Item/Tasks

Description or Responsibility






· In June the website homepage will be updated with the key dates for registration.  This includes letting parents know that date on-line registration starts at 7am.

· Post a note on the home page of the website that lists the registrar’s email address and directing parents of new players to send an email if they want to be added to the new parent email list.  This list is maintained by the registrar and should be used to send out emails to new players whenever they are sent out to returning players from the previous season.

· Using the D4 Mailer, send out an email to all returning families about registration prior to it being opened.   

· Using the D4 Mailer, send out an email to all inactive families about registration prior to it being opened.  Ignore any emails that bounce back.

· The current version of D4 does not allow any Mailer emails to be sent to both Guardian1 and Guardian2 email addresses.  It is only sent to Guardian1.

· A list of Frequently Asked Questions (FAQ) for registration is available on the website and will be reviewed and updated (if needed) prior to the beginning of on-line registration.

· Each message that is sent out in the mass mailing to all parents should also be posted to the “News” section of the home page.

· Questions from parents that are received via the email address (registrar@njb-slam.org) will be followed up and a response/resolution provided to the parent.  Website changes (including notations in the FAQ section) will be made to address these if needed.  In addition, a list of service requests needs to be accumulated during the season and then presented by the Chapter President to D4 management in order to ensure the problems and issues are addressed and resolved for the next season.  Section Management may be included on the distribution list for this so they are aware of the issues that have been encountered.

· Every few weeks during registration a report will be created that provides information to Board Members about D4 about registration totals.

· A week prior to the end of registration, the Registrar will send a reminder of the date that registration will be closed to all parents who have not yet registered.

· Keep in mind that if players register late, that means that they have not received any of the previous mass mailings sent out to parents.  It is therefore advisable to direct them to the “News” section on the home page shortly after they register.

· Important note: whenever a mass emailing to parents is done, do not use the “Participants/Parents” option in D4---use the “Participants/Players” option instead.  When using the latter the email is also sent to the parents of any inactive players, since it is not possible to inactivate a parent when this same step is done for a player.  The only way to eliminate a parent record in D4 is to delete it.
On-line Registration

Item/Tasks

Description or Responsibility







· All fees and policies that impact registration will be discussed at the last board meeting of the season so that the website can be updated with these changes in June.

· Board Members will participate in a beta test of the registration process prior to the first date of on-line registration in order to ensure things are working as expected. 

· A general review of the data in D4 will be done multiple times during registration.  Some of the things that will be checked for are:

· Required fields that are blank (they should not be).

· Duplicate records (D4 has a report for this but the database will still need to be checked manually to make sure it is accurate).

· City field will be checked to make sure that players are within chapter boundaries.

Any errors or discrepancies noted during these reviews will be followed-up on and resolved.

· When on-line screens are finalized, print off a copy of each one and file them in the Registrar binder for future reference.

· A list of problems experienced will be added to the FAQ/SR list.  At the end of the season there will be a meeting with a subset of Board Members to determine which will be submitted as service requests to D4 and which will be handled via the chapter website and/or FAQs.

· On-line registration will be deactivated at the end of the registration period so there is no confusion during the year as to whether it has opened for the next season.

Work Sessions
Item/Tasks

Description or Responsibility






· A room will be reserved for each work session.  NOTE: The gyms for the All-Net Try-outs and Division Evaluations can be used for those sessions.
· Print copies of the player list from last year as it will be needed by volunteers to verify that those players who are registered as returning players are actually that.  This report will be sorted by player last name.
· Find out when Back to School nights are for the popular schools and make sure to avoid those dates when scheduling the work sessions. 

· Provide name tags to everyone who attends.

· Things to bring along to the work sessions:
· Permanent record crates
· Empty crates with hanging folders
· Registration packets received in the mail
· Office supplies box
· Gather and inventory contents
· Confirm there are sufficient numbers of staple removers, staplers, etc.
· Copier
· Paper for the copier
· Extension cord for copier
· Inactive player list
· D4 export of the entire registration database (as recent as possible)
· Wait list
· Missing document report in a plastic folder
· Permanent player records
· Name tags for volunteers
· Paper clips
· All-Net binders and tabs
· Work sessions will be scheduled with volunteers who signed up as registration helpers on D4 during on-line registration.  The first sessions will be focused on form and certification document processing (i.e. registration packets).  Only returning parents should be selected to attend these work sessions.  It is not advisable to have a new parent help out in case they do not end up making into the league.  Instructions will be provided for how to process packets.

· Work sessions will also be held during All-Net Tryouts and Division Evaluations.  There will be time after the current shift and before the next shift begins where the volunteers will be inactive.  This is an ideal opportunity for them to help with various registration and documentation tasks that need to be completed.  Only returning parents should be selected to attend these work sessions.  As with the earlier work sessions, it is not advisable to have a new parent help out in case they do not end up making into the league.  A list of the tasks that need to be accomplished are as follows (in priority order):
· Put together All-Net certification binders that the All-Net Coordinator provides to the Section.  
· It works best to do this by first pulling all of the player packets for All-Net so they are not mixed in any longer with the division players.  As they are pulled out they should be sorted by grade level.
· Copy the entire registration packet for the All-Net player is copied.  The original is placed in the player’s permanent file and the copy is placed in the All-Net binders in a specific order.  
· Dividers and tabs are created for the binders and the copied registration documents are placed there.
· Finish up with the review of certification documents not completed at the earlier work sessions. 
· Create permanent file folders for new players.
· If the President wants to remove any dropped players or players not returning this year then proceed to remove them from the registration packets.
· Sort the stack of medical release forms in division order and then alphabetical order.
· Remove all checks and then sort them by “wait list” and “in”.
· Process any forms and certification documents received at the try-outs and evaluations.
All-Net Try-out and Division Evaluation Volunteers

Item/Tasks

Description or Responsibility






· Confirm with the President, All-Net Coordinator, and Division Coordinators about what is needed from volunteers to help out with player check-in for All-Net Try-outs and Division Evaluations:
· Dates that volunteers are needed (keep in mind school Walk-a-thon and Back to School conflicts).
· Times that volunteers are needed (make sure there is set-up time factored in)
· Number of shifts (suggestion: stagger the volunteer shifts so they do not coincide with the start and end of the try-outs/evaluations; this allows time for the outgoing volunteers to train the incoming volunteers and less confusion with volunteers and players arriving at the same time).
· Volunteers are needed for “Final Cuts” for All-Net Try-outs.
· Gather the email addresses from D4 for parents who volunteered to help with registration.
· Write an email to the potential parent volunteers and send it out to the email list created above.
· Fill in the shifts in the spreadsheets (see NJBVOLAN.DOC and NJBVOLDE.DOC).
· Send out the list to those who replied back to volunteer to let them know their assignment, its location, and to confirm any possible changes.
· If desired, have the President communicate to parents who have not yet turned in their player forms and certification documents that this can be done at the Try-outs and Skills Evaluations.
· Update the volunteer list with any changes and send it out one last time, including the President and Division Coordinators on the distribution list.
· NOTE: There is “downtime” during the try-outs and evaluations when check-in for a group is over and they volunteers are waiting for the next group to arrive.  It is during this time that the volunteers can work on items listed in the Work Session section of this document.
Fees:

Item/Tasks

Description or Responsibility






· Fee payment is accepted in the form of checks or money orders (no cash) and should be made out to “Foothill-SLAM NJB”.

· Registration fees will be as follows:
· Basic (includes blue t-shirt)
· All-Net $125 (to be collected by the All-Net coordinator when players make the team)
· White t-shirt $12
· Shooting shirt $35
· Opt-out of volunteering (must be done for each and every child that a families decides to opt-out of volunteering for; girls teams cannot be opted out of)
· Determine if there will be a change to the fee that will be charged for bounced checks.   If it has changed since last season then notify the Website Coordinator to make the change to the registration screens.  Currently it is $10.  If a check does bounce then the Treasurer will send a letter to the family to pay the amount within a week of forfeit their registration spot.

· Fees are submitted by US Mail with the registration form and certification documents.

· Provide the Treasurer with online access to D4 so they can match the check amount in the database with the checks they receive from the Registrar.

· All-Net fees are collected by the All-Net Coordinator.

· The fees are based upon players returning their jerseys at the end of the season.

· Update D4 payment status for each player whose fee payment is complete. 
Due Dates and Deadlines

Item/Tasks

Description or Responsibility






· Confirm that the date that on-line registration will be opened is July 1st.
· In order for returning parents to retain their priority status we must receive their registration fee and certification documents by the date of the final Skills Evaluation.

· In order for siblings to secure a priority status we must receive their registration fee and certification documents by the date of the last skills evaluation.

· All players must attend at least the Skill Evaluation.  Remind the President to send out a reminder to any players that don’t make All-Net that they must attend one of the skill evaluation sessions in order to be complete in their registration requirements.   Do this on the day after the All-Net are finalized.

· Confirm date that registration closes.

Prioritization and Wait List

Item/Tasks

Description or Responsibility






· The field to be used to manage the Wait List will be identified in D4.
· Update the “Age Limits, Eligibility, and Registration Priority” document with changes or updates for the season.  It probably is a good idea to have at least the President, Vice President, and Chapter Director review it before finalizing it for the current year.
· No priority will be given for those on the wait list from the previous year.

· A player cannot be placed onto the wait list unless all of their registration requirements are met (payment, certification documents correct and turned in, etc.).

· Determine returning players:

· Run report of returning players from previous year and sort it in alphabetical order by last name.

· Siblings of returning players need to be added to the returning player report.

· For any late registrants, an email should be sent out with the following information: “We have received your NJB documentation packet in the US mail.  All documents are complete.  However, the deadline to receive these documents has passed. Therefore we wanted to inform you that any registration priority you may have had (e.g. returning player status) has been lost, and your child has now been placed after any new players that completed their packets before the deadline.  We are hoping to have the wait list status generated shortly after the completion of All-Net Try-outs.  You will then be notified of your registration status as quickly as possible.”

· After the first game of the season the parents of players on the wait list will be emailed to let them know that there will not be a spot for them and that their registration documents and checks will be shredded unless we hear back that they want their check back in the mail.  In that case request that the Treasurer mails them back their check.

· After the first game, all checks, forms, and documents for players on the wait list will be shredded.

· As parents pull their children out, cut and paste their emails into the Administration screen of D4, and then change the player status to INACTIVE.  Communicate these changes in a “Registration Update” email that is sent out to the entire board.  This update should include any D4 related changes (e.g. drops, adds, uniform size changes, player information changes).

· If a new (family) player tries out for All-Net and makes it, they don’t need to be on the wait-list.  In that case they automatically get a spot on the All-Net team.

Certification Document and Payment Verification
Item/Tasks

Description or Responsibility






· Certification documents consist of copies (not originals) of the following: 

· birth certificate or passport (must be turned in even for returning players):

· verify it matches player name on registration form

· verify birth date is within the range of the grade level provided in the report card (see “Age Limits, Eligibility, and Registration Priority document)

· recent utility bill

· verify bill is from July or August of the current year

· only acceptable bills are: water, gas/electric, and garbage

· verify city is one of the following: Sunnyvale, Los Altos, Los Altos Hills, Mountain View (if it is not then notify the Chapter Director and President)

· parents should include a copy of their utility bill for each child registered

· most recent report card 

· verify it is 4th quarter or second semester of previous school year

· verify GPA is 2.0 or above (or a satisfactory report if letter grades are not given)

· verify grade level (if it is not visible on the report card then this requirement is not considered met and the report card must be re-submitted with grade level visible)

· copies of all pages of the report card must be included (front and back)

· player name and report card date must be visible

· Required forms consist of:

· Signed copies of the player’s registration form.   This form includes medical release information.

· When a payment is received it will processed as follows:

· Write down the check number on the registration form.

· Record the player’s name on the check.

· Verify that the amount of the check matches the amount on the registration form.

· If there is a discrepancy between what the payment should be and the amount of the check, a post-it will be placed on the check for the Treasurer to follow-up with the family.

· Acquire a list of returning players from the previous year:

· For returning families, checks should be consolidated and provided to the Treasurer for depositing. 

· For new families checks should be held with their corresponding paperwork until it is confirmed that they are in the league (at which time they can be provided to the Treasurer).  For wait-listed families the checks will be shredded if they do not get into the league. 

· Certification documents, forms and payment must either be mailed to the chapter P.O. Box.  They will not be returned and become part of the player’s permanent record.

· The Registration Status Checklist will be filled out for each returning player.

· The PO Box should be checked regularly to ensure it does not fill up.  There are actually two PO boxes (one in Sunnyvale and one in Los Altos) and it may make sense to have the registration letters mailed to the PO Box location that is closest to where the Registration Coordinator lives.  Currently it is Los Altos.  If this should change then the address on the website and in D4 would need to be updated.  The registrar should also get the key to whichever PO Box that will be used to make pickups easier.

· Any coach application forms that are submitted with the registration letters will have a copy made of them.  The original will be provided to the Coaching Coordinator and the copy placed into the coaching file in the permanent records crate.

· Any sponsor forms that are submitted with the registration letters will have a copy made of them.  The original will be provided to the Fundraiser Coordinator and the copy placed in the coaching file in the permanent records crate.

Registration Status Checklist

Item/Tasks

Description or Responsibility






· Create a checklist to track the player’s status as they proceed through the registration process.  This checklist is used to ensure that players have submitted all of the required information, documents, and completed try-outs.  This checklist should consist of:

· Certification documents

· Fee payment

· Registration form

· Disclaimer/consent for medical treatment

· All-Net Tryout and/or Skill Evaluation

· Placement on a team

· Second report card

Player Permanent Record Files
Item/Tasks

Description or Responsibility






· A permanent record file will be created for each player that is accepted into the Chapter.  Those who never make it off of the wait list will not have a permanent record file created for them.
· Each player should have on file: 
· registration form (signed)
· copy of birth certificate
· copy of utility bill (July or August of current year)
· most recent report card (either first quarter, trimester, or semester)
· in addition, All-Stars and All-Net players will have:
· photo
· Section certification
· The items listed above should be placed in a file folder and labeled with the player’s name (last name, first name).  Folders will only need to be created for new players since returning players already have a permanent record file already.
· These records are not to be destroyed at the end of the season.  They should be retained until the player leaves the program.  Each time an update is received of the above, the outdated item should be shredded.  Currently this Chapter ends in eighth grade or when ever a player decides not to return (whichever comes first).
Withdrawn Player Process
Item/Tasks

Description or Responsibility






· Refund policy is currently:
· 100%: If requested prior to the end of the day at the final Skills Evaluation session
·  50%: If requested prior to the first game of the season and the entire uniform is returned
· 0%: If requested after the first game of the season
· Confirm with the Board if any part of the refund policy will change.
· Refund dates will be added to the Event Calendar on the website.
· The Chapter Director or President will determine if a refund request will be granted.
· When a player drops, the following should be done:
· Update D4 – change player status to INACTIVE
· Update D4 – include comments on the details of the drop; ideally cut and paste the message from the parent into D4 if possible
· Update wait list (remove player’s name)
· Send a message out to the entire board (in summary format with other registration changes if possible).
· Reply back to the parent and discuss a refund or the disposal of the check (policy is to shred them and not return them; if the parent would like the check returned then have them send a self addressed stamped envelope).
· Once all teams are formed and practices begin, go through and change each player on the wait list to INACTIVE in D4 and notify the parent and Treasurer so a refund can be issued or their check returned/shredded.
· It should be noted that if a player is changed to INACTIVE, their parent will not be changed to INACTIVE (there is no way to do this).  Therefore the report for “Participant/Parent” will show entries for parents whose children are no longer registered.
· Place a note in the player permanent records file for each player that has dropped (print off NJBWITHD.DOC) on a brightly colored paper to do this.
High School Teams

Item/Tasks

Description or Responsibility






High school registration occurs after the All-Net and division teams are selected.  

· In November a list of players who have signed up can be provided to the High School Team Coordinator so they have an idea of what the response has been thus far.

· As with All-Net and division teams, all of the steps above should be completed for registration.

· High school registration in D4 is left open until the day after the first game is played.

Miscellaneous
Item/Tasks

Description or Responsibility






· After registration has been completed, provide the Picture Coordinator with information on any parents who volunteered to help out with Picture Day.   Better yet, give them a way to check this for themselves.

· Provide to each coach a list of parents who have opted to buy-out their volunteer time.

· Check-in with any other Board Members whose job responsibilities overlap or coincide with the ones for the Registrar listed above (e.g. All-Net volunteers, checks for Treasurer).

File:  Job Description – All-Net Coordinator
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